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Ivanna A. Job
1234 Main Street
Ellicott City, MD 21043

MM/DD/YYYY

ABC Corporation
222 Anytown Road, Suite 100
Chicago, IL 60290

Dear Hiring Manager:

It is with great interest that I submit my application for in the Summer Internship available in the Chicago
office of ABC Insurance. I am a first-year Global MBA candidate at the Johns Hopkins Carey Business 
School and am looking for an opportunity to use my background in the insurance industry and skills in 
customer service, market research, and brand management to help you increase your market share 
and identify new markets for your products. With my desire to return to Chicago for the summer to be 
near family combined with my experiences, I believe my qualifications match those of a competitive 
candidate.

Prior to my graduate studies, I worked for three years in the insurance industry, where I was very 
successful working as a team leader on many marketing-related projects and have a strong track 
record of completing assignments ahead of schedule. In fact, as a new associate, I was recognized 
by my company for excellence in both customer service and project management. I also have the 
quantitative skills you seek. Through my graduate education, I have learned how to use software to 
analyze market trends and to use big data to better understand the buying patterns of customers.

In addition to my qualifications noted above, I am a leader in one of our most active student 
organizations on-campus. You mentioned that you are looking for interns who are risk takers and 
innovative strategists. Shortly after arriving at Carey, I looked for opportunities to network with other 
students and alumni with similar career interests. I did not find an organization that suited my needs; 
so I established one. I developed a proposal for a new student-run organization, pitched it to the Dean, 
and secured funding. In four months, I recruited 35 members, designed and delivered programs, and 
partnered with faculty to offer a customized networking program for students and alumni. I am proud 
of my ability to bring professionals together for a common purpose and to use strong strategic planning 
skills and innovative thinking to drive our programming.

Attached please find my resume for your review. I look forward to meeting you and sharing more about
how I can help ABC Insurance accomplish its goals. I can be reached by email at ivannajob@gmail.com or 
by phone at 123-456-7890 if you need further information about my qualifications. Thank you for your 
time and consideration.

Sincerely,

Ivanna A. Job
Ivanna A. Job 


